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1.0 Purpose 

The purpose of this document is to establish and maintain a documented procedure 
for the collection, indexing, accessing, filing, storage, and maintenance of quality 
records as required by the IV&V Facility Quality System. 

2.0 Scope 

This procedure applies to quality records as identified in the System Level 
Procedures (SLPs) and Work Instructions (WIs) comprising the Facility's Quality 
Management System. 

3.0 Definitions 

3.1 Quality Record - An electronic record or hard copy document specifically 
required by the Quality System SLPs and WIs to furnish objective evidence of 
activity performed or results achieved.  

3.2 Responsible Person - The person identified in the SLPs or WIs responsible for 
generating a quality record.  

4.0 Flow Chart     

 Not applicable to this SLP. 

5.0 Responsibilities 

5.1 The person identified in the SLP or WI as the generator of a quality record 
shall be responsible for: 

5.1.1 Ensuring that all hard copies of quality records are legible and  
delivered to the NASA Administrative Office for filing. 

Note: Hard copies of quality records are stored in the NASA 
Administrative Office’s file cabinets. 
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5.1.2 Ensuring that all electronic quality records are either provided to the 
appropriate person identified in the SLP or WI for storage or stored 
as directed in the SLP or WI on a Facility shared drive.  

5.2 The Administrative Office shall be responsible for: 

5.2.1 Maintaining a file plan and file log. 

5.2.2 Maintaining the physical filing system. 

5.2.3 Filing all hard copies of quality records. 

5.2.4 Ensuring that the procedures of NPG 1441.1 and NPG 1442.1 are 
followed for the, collection, indexing, access, filing, storage, 
maintenance, and disposition of quality records. 

5.3 Facility Deputy Director shall be responsible for: 

5.3.1 Providing a computer network shared drive for the storage of 
electronic quality records. 

5.3.2 Providing access to the computer network shared drive to the 
appropriate personnel generating and needing access to quality 
records. 

6.0 Procedure 

The procedure for quality records adheres to the guidelines set forth in NPG 1441.1 
and NPG 1442.1.  

The Quality Records Tables in the SLPs and WIs define the quality records that shall 
be kept.  Responsibility for developing, revising, or completing records accurately and 
promptly resides with the person responsible for generating the quality record.  

6.1 Creation of New Files for Quality Records (Hard Copy):  The initiator of a 
new project shall provide the Administrative Office with the file/project name 
and file number .  The Administrative Office will incorporate the new file into 
the File Plan and a folder will be made and placed in the filing cabinet. 

6.2 Creation of New Electronic Files:  The responsible person identified in the 
SLP or WI for the generation and maintenance of an electronic quality record 
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shall create the appropriate file structure on the appropriate network shared 
drive as directed by the Deputy Director. 

6.3 Delivery of Quality Records (Hard Copy) Files to the Administrative Staff: 
The person generating the quality record shall indicate the appropriate file 
number (from the File Plan) and date of the document in the upper right hand 
corner and place document in the “Filing” basket located in the NASA 
Administrative Office.  

6.4 Filing Quality Records (Hard Copy):  The Administrative Staff shall file the 
quality records in the filing system as indicated and per the procedures of 
NPG 1441.1 and NPG 1442.1. 

6.5 Filing of Quality Records (Electronically):  The person responsible for filing 
quality records (electronically) shall save the file on the appropriate network 
shared drive as directed by the Deputy Director. 

 

7.0 Metrics 

This section is not applicable to this process  

8.0 Records 

Quality Records are defined in the individual SLPs and WIs. 


